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ABSTRACT 

This packet of materials contains the pieces needed 
to create brochures, flyers, and handouts to market the abilitie? of 
persons with disabilities to potential employers. A "how to" section 
includes a glossary, instructions for reproducing brochures, tips for 
working with the media, and ideas ana. suggestions for using the 
videocassette, "Discovering an untapped Work Force." Camera-ready 
artwork is provided for the following items* an introductory brochure 
for employers; a brochure for employers to share with coworkers of 
the newly hired person with a disability; handouts for employers 
about private industry councils. Association for Retarded Citizens' 
National Employment and Training program, and Targeted Jobs Tax 
credit (TJTC); handouts for employers suggesting ways they can use 
public se'-rvice announcements; and a TJTC guide for employers to use 
to obtirn tax credits. The TJTC guide includes sample forms and 
information to help employers take advantage of any tax credits 
available. Camera-ready "Targeting Employment" logos in assorted 
sizes are also provided. Each piece of camera-ready copy has 
information on the reverse side explaining what the piece is, how it 
may be used, and which (if any) pieces must go with it to create the 
final product. (YLB) 



Reproductions supplied by EDRS are the best that can be made 

from the original document. 
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Job Placement Assistance Kit 



Job-PAK 



Job Placement Assistance Kit 



This information is designed to assist you in tailoring tlie enclosed materials to your needs. Included are 
some t}aste f^lnc^ies of graphic design and public relations as well as step4>y-step Instructions to he^ 
you mait^et the abilities of people with disablf^tfes to potential employers. Be creative, use the information 
here as guMelines. but most impottantiy, use some of the materials just to show yourself how easy it can 
be to promote the employment of youth and adults with developmental disabilities. 



• The enclosed materials comprise all of the camera-ready artwoik you 
need to print brochures, handouts, and flyers. 

• Each piece includes suggestions for use and printing specifications, 
pemnitting you to purchase printing as a sophisticated consumer. 

• Suggestions for personatization of the pieces are included, as well as 
suggestions for following up after you distribute your brochures or 
show the videocassette. 



• The enclosed materials also include a component featuring the 
involvement of local media In your marketing efforts. 



Contents 



• "How to Use Your Job-PAK" reference guide 

• Camera-ready artwork to produce: 

-- An introductory brochure for employers. 

-- A brochure for employers to share with coworkers of the newly hired 
person with a disability. 

-- Handouts for employers about PICs. ARC/Net, and TJTC. 

- Handouts for employers suggesting ways they can use public service 
announcements. 

- A helpful TJTC guide for you and employers to use to obtain tax credits. This 
includes sample forms and information to help employers take advantage of 
any tax credits available. 

• Camera-ready "Targeting Employment" logos in assorted sizes for yo-- use. 
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How to Use Your Job-PAK 



Job-PAK contaifK the piecra need to create brochures, Ityers, and handouts to nvarfiet the abilities of 
persons wHh disabimies to potemiai employers. TMs se^n, "How to Use Your Job-PAK." includes 
instructions for reprocfcjdng your brochures, tips for working with the inedia, and ideas and suggestions 
for using the videocassette D^covering an UM^tped Wdrk Force. 

Each piece of camera-ready copy has infommtion on the reverse side explaining what the piece is, how it 
may be used, and which (if any) pieces must go with it to create your final product. 

In addition to reaching potential employers with the videocassette and printed brochures and hanitouts. 
you may choose to involve the local mecSa (newspaper, radio, and television) in sharing your organiza- 
tion's message with the largest nun^r of people possible. Infonnation about reaching employers in this 
way is ateo offered in your Job-PiUC 



|gttickReference^os^r^ 



backing up. Printing the reverse side of a sheet 
already printed on one side. 

black and white. Oiiginats or reproductions in 
single color, as distinguished from muKiootor. 

camera-reaciy. Materials that have been thor- 
oughly firapared for the printer's camera. Should 
be of the best possible quality to ensure best 
reproduction. 

copy. The text, artwork, and graphics that com- 
prise the original. Not to be confused with repro- 
ductfon. 

dummy. A set of p£^es prepared in advance to 
show the intended size, shape, and form of the 
finished product. 



flaws. Smudges, (Sri streaks, fingerprints, 
blurred type, shadow flnes, poor ink coverage, 
wrinkled paper, etc. which should be rejected. 

generation. Each succeeding stage in reproduc- 
tion from the original copy. 

paste-up. The vert) forni is the process of ad- 
hering type and artworf( to a separate sheet of 
paper. The noun fomi refers to that which has 
been pasted-up, also called mechanicals. 

PSA. The abbreviation for pubnc sendee 
announcement. 

ream. Fhre hundred sheets of paper. 

trim marka. Marks placed on copy to show the 
edge of the page of the intended final copy. 



Reproducing Tour Brochures . • • 



There are a mjrnber of (fifferent options avaiiable for the rej^oductlon (printing) of your t)rochures. These 
iiwbde photocopying, (^lick print faciHties. and commercial ^nt facilities. Each printing option has 
benefits and drawbacits and may recpjire sfightiy (Afferent treatment of the camera-ready nutterials 
provided, in order to malce the best dedsions for your budget, the foUowing variables affect the price as 
wen as the best printing method for your printing ne^: paper, \rk, and quantity of reproductions. 

—Paper ^^^—^^^——^—^^——^^^'^.—^—^^^ 

Paper costs can represent up to 40% of your total printing costs. When discussing paper costs, 
remen^ that a page is one side of a piece of paper. One feature of paper that affects printing is 
Its weight. Weight of paper is expressed as the weight of a ream of paper cut to a standard size for 
that type of paper. Paper weight can affect cost in several ways. For exan^, 70# paper costs 
about 15% more than 60# paper. Further. 8 pages (4 pieces) of 70# paper weighs siightty more 
than one ounce mearring you mjsn pay to mrail 2 mjnces, while 8 pages of 60# weighs just under 
one ounce and can be mailed more economically. 

Another feature of paper is its opacity or how much of what is printed on one side shows through to 
the other. Because the camera-ready pieces provi(ted are denned to be prirtted on both sides, it is 
important to select an qjaque paper. A slightly colored paper will also be more opat^e. Paper 
colors vary depending on the paper mill, there is no starKjard for color names. As a njle. colored 
papers tend to be nf>ore expensive as they get darKer-white toeing the least expensive. 

The final inportant feature of paper is its grade. Bond paper is designed for 1-page printing and 
^cks the opatity necessary to be printed on both sittes. if you must use bond paper, select at least 
a 24# stock (20# stock is standard for most photocopy machines and will not work wen for this ap- 
pRcation). The best gr^e choice for reprodudr^ these brochures would be a book stock, either 
coated or urKX)ated. Coated stock costs about 20 {iHsrcent more than uncoat^. Quick prim presses 
doni print well usir^ coated stodt. however, i^otooopy macNnes print welt on matte or ckiil a>at, 
but not on gtoss coat. A 60# unooated book stock, also called "offset paper," wouM lend itself well 
to just about any application for the enclosed camera-ready materials. 



I Ink 

All printing methods offer "one color processes or "black-and-white" printing. When your budget 
demands one color printing, remember that black is not the only color you might select-it is the 
most common due to its tegibitity. Usually, at no additional charge, you can print in a color other 
than black. Both c^ck print and commerdal print fadflties have in-stock standard cotors other than 
black that might be feasible for your use. Of course, most photocoii^ers only offer black as an ink 
(toner) option. The invorlant part of selecting ink cotor is to ensure a good contrast with the paper 
»>lor selected. 



— Quantity — 

In the graphic arts fiekj, print ovenuns and undemins by as much as 10 percent are considered 
acceptable. If you require a certain number absolutely, tell your printer the minimum acceptable 
quaritity. For quar^es of 100 or less, photocopying may be your best option. For quantities greater 
than 100 tut stin less than 2,000 reproductions, quick print fadities might be the best choice. For 
quantities greater than 3.000, a commerdal printer is the best choice. Quantities between 2,000 
and 3.000 realty depend on the print fadities avaiiable in your area. 

It is veiy important to get an estimate from several different printers as prices vaiy as n^h as 50 
percent in the same town. Be sure to ask for discounts and to ask your printer how many reproduc- 
tions you wouW have to print to achieve a better cost per piece. 

er|c 2 



i 



Step-By-Step 



i 



TAKE A LOa< AT THE CAMERA-READY COPY PROVIDED. Notice that the fsveise side ol 
each piece irwiudes suggestions for use. Detefmlne which pieces best meet your needs. Notk:e 
too that reproducing each of the fokied tsrochures requires two separate pieces of camera- 
ready artworit. IT IS VERY IMPORTANT that you lieep the correct camera-ready pairs together. 



PERSONALIZATION OF THE MATERIALS. If your organization has a logo or identifying 
slogan, feel free to add it to the brochure copy before printing. Your printer may be able to 
he^ you add your logo to the camera-ready copy or to use their camera to provide your logo 
in an aitemative size for better fit. If not, use the cleanest possible biad( and white version of 
your logo and adhere it to ttie camera-' aady. The best cNsice of adhesives is wax-smalt, 
electric waxers are available at most art supply stores. The second choice would be rubber 
cement. Tatie care not to create flaws in the cementing process. Transparent and other 
tapes are not recommerKled. 



PHOTOCOPYING. If you determine that ptiotocopying is the best method for your budget, here 
are a few tips that will help you create the best possible product: 

• Clean the glass of the photocopy machine with a quality glass cleaner, 

• Make a first generation photocopy: use correcting fluid to remove trim martcs, flaws, etc. 

• Place your photocopy master on tire glass and mn the requisite number of copies of one 
side of your brochure-a few extras will give you some room to experiment. 

• Place the hatf-printed brochures in the paper tray (in place of blanit paper) and back up 
your brochure. Use your extras to detennine which direction your master must face on the 
glass and whether the half-printed stack of paper should be face up or down In the paper 
tray. 



QUICK PRINT AND COMMERCIAL PRINT FACILITIES. Clear, carefully written specifica- 
tions or "specs" convey to your printer that you know what you're doing. Suggested specifi- 
cations are provided on the reverse skie of each piece of camera-ready provided here. You 
must provide quantity information and select paper and ink colors. Offer your printer a 
photocopied dummy to cleariy express the final desired appearance (follow instmctions in 
step 3). Sample dummies have been included for your reference. Offering your camera- 
ready masters, a dummy of the brochure, and cleariy written specs will permit your printer to 
give you a very accurate estimate ar^J an accurate final product. 



■ j A Hdlpful Note . 



Registration is when a printed image appears on the page precisely where it 
is intended. Care has been taken to prepare accurate camera-ready masters 
from which you can work. Registration with photocopy reproductions can 
vary 1/8 inch, with quick print equipment 1/16 inch, and with commercial 
printers 1/100 inch. 
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Step-By-Step 

continued ' 



FOLDING, in «idition to printing your brochures, folding is another vital step to create the final 
product. Most quick print and convnercial print f adUties will have fokHr^ machines, if you have 
^r material prepared by one of these two methods, 
ask your printer to estimate foldir^ costs for you as 
pan of the total printing price, if you are expecting to 
photocopy your brochures, chedc with a prit iter in 
your area to get an estimate tor folding only. FokJing 
by hand is neither practteai nor accurate. 

The back of each piece of camera-ready irxlicates the 
type of fold to used. Some hantknits are rot intend- 
ed to be folded. 





- - Creative Ideas . . . 



In addition to personalizing the camera-ready copy provided here, you may also want to create some 
brochures of your own design-foHowir^ the steps here will work for your original kfeas as well. The 
Target Employment k>go shown on the c^ver of your Job-PAK was designed for your free and 
generous use on materials you share with employers ard others. 

• One alternative optton for printing is to talk with printers in your area ara see who has workers with 
developmental disabilities on their staff »you may create a new job for one of your clients and you 
may find a printer who will do the job gratis in an effort to help spread the word. If you find such a 
printer, suggest they add a tine of type to ttte back of the brochure indicating that (1 ) workers with 
developmental disabilities printed the brochure and/or (2) Joe Smith's Print Shop supports your 
efforts. H you find a k>cal printer who eirploys workers with developmental disabilities, you may 
urge other organizations to use their print sen^k;es as well. 

• An additional alternative is to contact your k>cal vocational school or sheltered workshop to see If 
they provide commercial printing to organizattons such as yours. Again, urge them to add their 
name to the back of the brochure. 

• Remember, printers want your business, especially tf they can expect continued business from 
you over time, so printers may be good for you to approach not only for printing services but for 
hiring one or more of your clients. If you succeed In placing a client or student, be sure to continue 
to use the services of this printer. Use this opportunity to begin your networt< of potential employ- 
ers. 
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Working with the Media 



in to 99ate a suxessful woiWih} rsiattonsMp the media in your area, begin tiy devetoping a 
dlrse^ of local medta peopieHiewspapw editofs, nwmtrty ms^jazlne acStors. televi^ and ratfio pro- 
gram dlfactois. in your directory incbde deacttn^, frequency of pubSc^on, mimber of dtily broadcasts, 
eto. 

in devei^ng a n^a campaign to attract empioyers to your organizatton as a source of potertiial work- 
ers, it is Imperative for you to r^tworH with Mher a^ndes in your area provitfing similar services. For 
example- 

" if your local media personnel are bombarded with the same request for assistance from all the 
dtffeient agencies, they are veiy fiicely to consider promoting such efforts as confusing and not worth 
their erne and effort. 

• If you exert 8ignifk»m time and energy to a premotionaicanpaign.eni^yers will begin to respond, if 
your organization does not have the approi^ate worker to place on that employer^ job, the potential 
placement and the empioyei's interest may be qui^ lost. If you doni have the fight worker for the 
Job, someone at another agency might. 

• interagency cooperation also gives you the opportunity to become more aware of the services offered 
by other organizations, both to persons with disabnities and to potential employees. 



Print Media 

Whan contemplating how you rrtglM involve tocal newspapere artd magazines to your best advantage, 
take ttie me to leafiy look at the pubBcations. Become f amliiaf with the diff erem sections of the publica- 
tion and with the names of each section etfitor. Information about your organization and its progrants can 
be shared in a variety of ways: 

• You can mibmH pubfic service announcement to share events, activities and programs, and for 
general iriormatton. 

• You can ai^Moach a feature reporten/writer aixHJt some aspect of your program with particular com- 
munity i9>peai (e.g.. a success story). 

- You can njn advertisements in the busine^ section of these publicatiors (often for a fee). 

Your tocal ttsrary should be at^e to provkfe a comprehensive Ist of tocai publications, in addition, a 
number of booi® con^ely detaifing marketing and public relations should be available at the library and 
may provide a number of creative kfeas that would work tor you. 

The totlowing {^aphic iiiustrates the proper fonnat of a PSA for a print medium. When prepartng your 
PSA, include your r^une and phone number in the upper comer of e^ p^ so you can bd contacted for 
more Intonnation. Use three poimd ^gns (« #1^ to indtoate the end of your message. This allows editors 
to see at a glance if your announcement is more than one page. Type ymir PSA on your organization's 
lettertiead and be sure to dmjtrts space. 
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DATE 

FOR IMMEDIATE RELEASE 
Contact: Judy Smith 
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George County SERRC 
Foftsmeiitli, OH 8885S 



GEORGE COUNTY SERRC is pleased to recognize the efforts of Acme 
WidgetSr Inc, in modifying both their east and west locations to 
provide accessibility to persons with disabilities. While these 
changes will benefit Acme's customers, they will more certainly 
benefit Acme's employees who have disabilities. The changes have 
included the addition of ranqps, widening of doorways, provision of 
accessible restrooms, better lighting in the lobbies, and conven- 
ient TTY/TDD service for custon^r calls. Support Acme's efforts. 
Remember them the next time you buy widgets. 



■■■■■■i 
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Sampte PSA ami proper format 
(for print medium) 



There are some creative ways you can write your PSAs to assure that your agency's program gets 
regular exposure without taring readers: 

The GEORGE COUNTY CHAMBER OF COMMERCE has announced they will reduce Chamber 
dues for oonpanies who have hired persons with disablDties. For each person with a disability hired, 
Chamt^er dues will be reduced by 1 0 peicent. COMMUNITY AGENCY NAME urges you to support 
your Chamber of Commerce as they support you! 

Or you can create a regular weekly or monthly feature that readers will come to expect and may wish to 
support: 

The following companies have been recognized by COMMUNITY AGENCY NAME for their efforts to 
assist persons with cSsabilities; 



• The Acme Widget Company: hiring persons with disabilities 

• Parker Family Restaurant: now offering Braille menus 

■ The BtsKie Corr^ny: buikfing modifications for accessibiSty 

• The George County Pi^c Library: offering TTY/TDD call sendees 

• The Orar^e-Pird( Company: provicfing aocessltrie housing. 

What can your company do? CaH us for ideas at 555-5555. 
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Televisloii 



Marry taiavislon and rabte stattore offer a variety of ways for you to stiara ktformatton atjout your program: 

• Community bulletin boards are desi^ied to providf a fonjm to tefl viewer of upcoming events. 

• PSAs (aucSo-visuai) share general information about your program. 

• Fea&jiB stofles on ttie raws (i.e.. a success stoiy of a wotlter witfi a (fisabifity), local talk snows, and 
oommur% access cable programming aN offer possible loutes to sfiare your mess^. 

The foDowlng tips migtn fte^ you In working with your local teip vision station(s): 

• Stdamit materials to the Pubic Service Department Oirsdor. Make an attempt to meet this person if 
possible to provide more infomration about your organizatton. Its programs, and this spcdfic effort 

• SUrtiore are always iotidng for projects. For exan^. caii the Ireafih expert" directly and ask if he/she 
wmiU be the ^xtkesperson tor ycmr message. 

• Do your homework. Watch the station's programnting and note when it mns PSAs, community bulletin 
boards, and "wpotsr about topics related to empioymem of persons with disabifities (i.e., news report 
about shortage of workers in your area). 

• Remain positive if you get a rejection and just keep trying. 

• If you decide to film your own PSA. it is generally considered wise to avoid politicai personalities as 
spokespersons for your programs as the poDttes or platforms of the personality may not be shared by 
your target audence. 

The vfdeocassette designed to accompany your Job-PAK, D^vsring an Untapped Work Force, in- 
dudes two sample PSAs for television (one 30-seoond PSA and one 10-sscond PSA), One-haH inch 
videot8«)e (VHS) is most commonly i led by the general public, so DiscoverirHl an Untappoti WorH Force 
has been produced in this fomiat. As most televiston stains prefer 3/4-inch or on»4nch tape, the PSAs 
inducted with Discovering an Untapped W&rk Force are samples only.* 

Televised PSAs shmjkf Inckide a telephone number so inters^ed emptoyers can contact your ors^aniza- 
tion. Again, oooperatir^ with other agencies can be instnjmental to the success of this effort and you may 
ooBec^iy agree that one agency wiD handle the phone caHs and make r^errais to other partk:ipating 
oivanizations. In order to be successful, this effort must be welt coordinated. 

Often your local stmion win be wHIl'^ to do the techr^ work necessary to add ywt phone number to the 
PSA, but your chances of air fime are enhanced if the phone number is atreacfy inckided. Check your k>cai 
yellow pages for audio-visual studtos to do this wortt and doni be af rakl to ask if they wilt do it as a public 
sendee. 



*Televi8ton-qua8ty tapes are available at a nominal cost by writing to the address on the inside back cover 
of the «lob-PAK. it is this larger tape which you shouN^ personaize with your phone rnimber. 
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Radio 



H you pfDvki9 your local mtfo stattor^s) wtm written 

the preferred dates tor airfng your "spot," the stations wilt often tape a stall member readng your spot for 
thefr use in flQing air time. Most stedlons prefer to provide a reader and tape the spot to rectiving a home- 
miKie tape read by a noi^Hof es^nal voice. 

Although the same wfitten format should be used, the writing styie will necessari^ be (fifferent because 
someone will be reading It. The following tips should he^: 

• Doni use abtm^atton or numerr s and Sf^n uraj^al words phonetically (e.g.. "next to the Olentangy 
(Oh-tynn-tan-gee) River) to ensure accuracy of pronunciation. 

• Use short sentences and inckjde descrif^e words before nouns (e.g.. "the twenty-year-old company 
president" rather than "the company pre^dent. 20"). 

• Doni wony atXHJt repeating yourself. Repeat the important fe^re of your message several times as 
l^ple will not have the luxury of "rereacSng" what you've said. 

- The George County Special Needs program win be graduating fourteen students this Friday. These 
fourteen new graduates have been trained in derlcal and office sMils. The^ newest graduates wiH 
be available for hire by local offices after Friday. If your office needs a trained graduate of an 
excellent clerical program, call 555-5555. 



pS^ Utieof the Videocassette 

The vldeocassette. designed to assist you in marlteting the abilities of people with disabifities. is entitled 
Discovering an Untafsped Work Force. This 13-minute video features success dories shared tiy worfcers 
with disabilities and their employers. ABhough appropriate for insenice trairdng sesstons, the >ddeocas- 
sette is targeted to potential employers. 

Some creative ideas for "getting your foot in the door would include showing the video at the meetin * s of 
dvic groups, chamt^ers of comnwrce. PTAs. fraternal organizations, etc. After showing the video, pass 
out the introductory brochures for employers with your orgardzation's name on the l>ack. Invite your 
audience to review the brochure, to a^ any questions, and to call you or speak to you after the meeting if 
they have adrStionai c^estions or the need to hire new employees. You may want to have prepared the 
haridouts aboul PIC. ARC/Net. and TJTC programs to pass out to potentiat emptoyers who have dis- 
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The pieces which follow are the camera-ready masters you need to make your own job devetopmeni and 
iob f^acement tools. Complete Instructlore for using these masteis can be found In the "How to Use Your 
»W>-PAK" section. The reverse side of each piece of camera-ready has Infomiafion explaining what the 
piece Is. how it may be used, and which (if any) additional pieces must be used to create your final 
product. 

To facfiitate your use of the canwra-ready pieces, "mock-up" versions of each of the fintehed products are 
Included on colored paper in your Job-PAK. These "mock-ups" are Included to give you an Wea of what 
the fWshed product k>oks like and for you to share wHh your printer to ensure accuracy. Conplete 
instiucUons for using the camera-ready masters can be found in the "How to Use Your Job-PAK" sedion. 
These Instmctlons include InfOnnatlon about choosing paper and Ink cotors as well as how to work with a 
printer to get the results you desire. 
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introctuctory Brochure for Employers 
(#1 012) 



Use: This brochure is designed for you to duplicate and share with 
emptoyers. 

Method: Two pieces of camera-ready copy are required to create 
the brochure. Once printed, your brochures must be 
folded vertically into thirds. 

Personalization: The central panel of camera-ready m includes 
space for you to add your organization's name 
and contact infomiation. 
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Ttte mxt thne you prepare to filt a posi< 
tion with ymjr company, rsmember the 
avaMmy of individuals with develop- 
mental disabilities. Other emptoyers have 
hired such workers with tremendous 
success. 

"Vur eny3loyee m)rks in (Hir mail room 
department as a courier and shredder 
operator. She is dependable, conscien- 
^us, wen tiked, and nwst important, 
productive." 

" Shiriey L. Larke, Staff Recruiter, 
Mellon Bank, Wilmington, DE 

The microtilm processor pi) is "relatively 
tedious, arKi requires a high degree of 
concentratk)n and confidentiality. " Our 
worker with mental retardatbn h::s 
"proven to be an ideal empbyee for this 
position. Before her en^ksyment, nurmr- 
ous indivkiuals were hired for the job, 
with little success.' 

" Janet Oliver. Human Resources 
Manager, Aslieville Federal Savings 
& Loan Association, Asheville, NC 

Tim's performance has been very good. 
He's learned new skills quicHty, he's 
retained his performance criteria, arvJ 
he's a deiighi to i» around . . . and I think 
we have a stronger management team 
because of the experieivie. We've 
opened a tot of lines of communtoatton 
that we dkini otherwise have." 

- Steven Bean, NCR Company, 
Dayton. OH 

'Davkigets along well with his coworker. 
When we paired David with this other 
worker, the perfomiance of both men 
irrproved!" 

- Michael Rohlman. Courtyard by Marriott, 

ERIC ^4 



The Bottom Lfne 

Individuals are ^metimes tsom with 
disabilities, but no one is bom wtth the 
ability to understand and accept disabili- 
ties. UndeiBtanding comes only wdh expe- 
rience. 

The intomnation presented here an 
invitation for experience-hands on, 
supported experience-to try something 
you may not have thought of before now. 
Before you conckJde "who is helping 
whom' in a dedston to hire someone with 
a dteabiiity, get the experience. 

No one ^ asking you to dn any favors. In 
fact, there's a good chance that there is 
someone waiting to do a favor for you, 
your company, and your bottom line. 

For more informatton about how your 
company can benefit from hiring a worker 
with a devek^pmentai disability, lipase 
contact: 



D0V9k)p9d by the C0nt9r on Educatk>n 
and Trainktg for Bi^ak^ment 
wHh a grmH from th0 
Ohio DevftoptfmM D^tdtMiBs 
Pkmnbig Comc8. 




WHERE ... Do You Fit In? 



• if you are an employer and need solid 
people to work on your team. . . 

• If you are tired of high job turnover 
rates. . . 

• If you are preparing to hire new staff 
members. . . 



Please Read On. . . 
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Introductory Broctiure for Employers 
(#2 of 2} 



• This is the second of two pieces of camera-ready copy required to 
create your tirochure. Complete instructions are found on the 
reverse side of camera-ready #1 . 



16 



Need Skilled Workers? 

Compani^ with intemions of being in busi- 
ness in the year 2000 need to know about 
the urSqjB challenges posed in niatching 
woffcers with jobs. Coupled with the in- 
creasir^ sidii levels that will be required in 
new ]iotos over the next 1 5 years, is the 
changing demography mal<eup of the 
worldorce. One goat must be to utilize the 
contrSxitbns of all our citizens and rapkily 
expand the nation's inventory of human 
sitliis. 

The purpose of this brochure is to share 
with you, the business person, information 
about a virtually untapped resouce of 
workers-those with disabilities-and the 
organizations designed to help these work- 
era and your tnjsiness-financialty, in the 
workplace, and in your community. 

You n^y have received this broduire from 
one of your civic organizattons. your k>cal 
chamber of commerce, a school woik- 
sUiCfy a>ordinator or job training coordina- 
tor, or other organization or individual. 
There are a rHimber of people involved in 
t^^Ung to share this infomiation with 
employers in your area. 

Because many emptoyers are hurting for 
skilled woikers and are unaware of the 
reality of hiring a 
worker with a 
disability, this 
brochure has 
been created 
to give you 
the facts. 



er|c" 
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WHY. . . Should Tou Know about DR>Tkeis with Disabilities? 

Research has shown that- 

• People with disunities aciuaWy have fewer major injuries on the job as they tend to be ;nore 
careful than nondisabled employees. The nun^r of ntinor in^ries is about the same. 

■ People with diScd>ilities have lass sick time and unexcused absences than nondisabled employees- 
fewer excused absences too. 

• insurance rates are not increased for the disabled-most peq^le with disabilities possess any 
special ec^ipment they m^ht need by the age they would be eligible for enployment, and, as a 
result of their disabilities, have maintained better repjiar medk:al care than their nondisabled peers. 

• People with disabilities show eviderK^e of greater job stability and less job turnover than nondis- 
abled. 

• With the assistance of the organizations mentioned in this pamphlet, not only can nrK>st training 
(X)Sts of disabled \w>fkers be compensated, very often a trainer jan be provkfed and a portion of 
the person's wages c^rir^ training can be deducted from your company taxes. 

• Some employers may hire people with disabilities as a publk: servne. For others, matching the 
right person (disabled or not) with the right job is profitable and is, in fact, good business sense. 

• With proper training and the right person for the right job. there is no ditfererxre in pnxjuctivity 
between disabled and nondisabled individuals. 

• Some people wear glasses, still others require dentures or braces, and some have other impair- 
ments-these conditions doni alter a person's desire to create for themselves whatever lifestyle 
they might rhoose. 



Another Important Fact 

By the year 2000, the percentage of 16- to 24-vear okls in the labor force is expected to decline from 
a current 30% to less than 16%. We are facing a serious shortage of entry-level workers. From the 
pool of more than 30 miiaon persons with disabilities, some are excellent candidates for entry-level 
posittons. Others, of course, have been leaders of companies and countries. 
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Brochure for Co-Workers 
(«lof2} 



Use: This brochure is des^ned tor an employer to personalize, 
dupllcale, and share with their emptoyees. Use of this bro- 
chure can prepare other employees for worldr^ with a pei^n 
with a disability and can help foster a more accepting environ- 
ment. 

Method: Two pieces of camera-ready copy are required to create 
the brochure. Once printed, your brochures must be 
folded vertically Mo thirds. 

Personalization: The front panel is mai1<ed to indicate the location 
for the employer's logo, thereby personalizing the 
brochure to the company. 
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*To those 37 mllUon 
Americans with some 
form of disability: 
you belong in the 
economic mainstream. 

We need your talent 
in America's work force. 
Disabled Americans 
must become lull 
partners in America's 
opportunity society." 

•George Bush 



ERIC 



Devaloped by the Cantor on Education 
and Trahbig for Emptoyment 
with a grant from tt)o 
OMo D«v«iopnMfltal DteabiHt^ 
Planning Council 



Company 
Logo 
Here 



This company has nnade a comniitment 
to being an equal opportunity employer. 
Tliis broctHjre has been designed to 
help you understand your important role 
in this commitment. 
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Brochure for Co-Workers 
(«2of2) 



This is the second of two pieces of camera-ready copy required to 
create your brochures. Cotnptete instmctions are found on the 
reverse side of camera-reat^ #1. 
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In the UnHed Stales there are an 
estimated 30 mHiion citizens with 
dte*ilitles~nwn mi women who have 
t}een bom wrth, devetoped. or, as a 
result of Injury, sustained conditions 
which limit their abilities in some way. 
When given the opportunity to work, 
these citizens pay taxes and contritjute 
to society. When denied the opportunity 
to work, your lax dollars go to sustain 
these citizens. The figure below illus- 
trates these different costs. 



$74,441 



$47,092 



$12,907 

J. 



^1 -Supported 
Competitive 
Employment 

I I -Sheltered 
Workshops 



^ -Adult Day 
Programs 



Costs per Person tor 10 Years of 
Support 



Disabilities can affect a person's 
physical, mental, and/or emotional limits. 
Some disabilities are easy to see and 
some are hidden. Obviously it would be 
impossajle to describe what every 
person In the worid Is like-similarly, 
people with disabilities are as diverse as 
everyone else. The following questions 
and answers may Inckide some of your 
concerns about working with a person 
with a disability. ^ 
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Whom do I ask If I liave 
questions tahovA the 
disabiUty? 

The first person you shouW ask is the person 
with the disability. They will know more than 
anyone else. Often a person with a disability 
will prefer to share personal infonnatlon rather 
than having someone else give Inconect 
Information or Infomratton that may not apply 
to their disability. It is Important to remember 
common courtesy when asking anyone 
detailed personal (^estions. 

What is mj responsibility 
to help this person in the 
workplace? 

As with any new employee, making this 
person feel cotrtfortable and welcome is 
everyone's responsibility. You may be asked 
to demonstrate your job. you may offer to 
lunch with the new emptoyee-no different 
than any other new person. If you are a 
supervisor, your employer wHI he^p you wrth 
any special assistance that might be required 
of you. 

How do I communicate 
with this person? 

This really deper^ on the person. Start out 
by talking, >jst H<e you wouW with anyone 
else. H you think they are having trouble 
understanding you, repeat yourself using 
different words. Remember that people wHh 
disabilities who have been Wred to work are 
adults, not chiWren. and should be treated as 
adults. 



Will this person be ex- 
pected to do their share of 
the work? 

Yes. Your empkjyer wHl carefully match the 
right person to the right job and, after initial 
training, the emptoyee with disabilities will be 
expected to maintain pertonnance levels 
equal to those of other employees In the 
same job. 

Why did our company hire 
an employee with a disabil- 
ity? 

Our company only hires employees who are 
qualified to do the jobs they are assigned. 
Just as you went through the interview 
process and were screened and detennlned 
qualrtled for your job. so was our new 
employee. 

What is the benefit to me? 

Besides an extra pair of hands to share the 
work load, it is possible that you will benefit 
In some very unk?ue ways. As supervisors 
learn new nwthods of training emptoyees 
with disabflftles and learn to give very clear 
instructlor^ you are in an excellent position 
to benefit from these changes. Your tax 
dollars are not being wasted on a capable 
person who wants to work. And, you just 
might make a friend. 



Private Industry Councils (PIC) Hando"t 
(«1 of 1) 



Use: This handout is to be dupNcated ami given to en^loyers to 
provide general irtfonnation about PIC programs. 

Metliod: Only one piece of camera-recdy {x>py is required to create 
the hamiout. You may chwse to give enpioyere this PIC 
handout in conjunction with TJTC arKi ARC hanctouts 
when discussing incentives for hiring persons with disabili- 
ties. 

Personalization: This piece can be personalized with your organi- 
zation's address and phone number. 
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Private Industry Council (PIC) 



The Private Industry Council (PIC) can help Increase profits fortxjsiness while getting w^ers bask on 
the Job. Your company's position as a (^ng force in the community is important. It Is estimated that 
Wring 1 locally unemployed person creates or provides a more secure l^se for a mii^mum of 10 other 
local jotjs. That Is only the tie^raitng. The employed are then at>le to ^nd money, txjikSng the local 
economy. You wiR have the satisfaction of getting a relable employee and lowering the unen^loyment 
rate In your county. Otfrar ber^s of hiring through your local PIC include: 

• Presereenlng. The PIC refers the best qualified appQcants for your specific lob opening. All appHcants 
are prescreened to save you tinw and money in the selection process. You are under no obligation to 
hire anyone who does not meet your re(^irements. 

• Trained Employees. The PIC can seojre a new employee who is trained to meet your special needs. 
Local PlCs maintain contracts with academic, commercial, technical and vocational trainir^ institutions. 

• On-the-job Training. OTT enables you to get a wortterspedflcaHy trained to your job. on your prenv 
Ises. The PIC will reimburse you up to 50 percent of an eO^ble employees wages for a period of up to 
six months cHiring trtinlng. The trainee's eBglt^Dty for OJT and the proiected training time determine the 
percentage of reimbursement. 



EXAMPLE 



Savings based on a 520-hour (3 month) training program with a 40% reimbursement: 


If a trainee earns: 


You pay: 


You are reimbursed: 


Your actual payment is: 


$3.50 


$1,820.00 


$ 728.00 


$1.09200 


$4.50 


$2,340.00 


$ 936.00 


$1,404.00 


$5.50 


$2360.00 


$1,144.00 


$1,716.00 


$6.50 


$3,360.00 


$1,352.00 


$2,028.00 


$7.50 


$3,900.00 


$1360.00 


$2,340.00 



There is almost no paperwortt involved in this program. All an employer must do is maintain copies of the 
employee's payroll records and send an invoice every 30 days for reimbursement. 

PIC also offers a Sunwier Youth Employment and Training Program providing youth with dlsaWlltfes and 
economicaily disadvantaged youth (age 14-21) with summer jobs at nonprofit or government agencies. 
The wages are paid by the PIC. 




For more infonnatlon on how your company can take advantage of any or all of these sendees, check 
under Private Industry Council In the business while pages of your tocal telephone book. 
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Association for Retarded Citizens (ARC) Handout 

(#lof 1) 



Use: This handout Is to t3B duplicated and given to employers to 
provide general Infomiation about the Association for Re- 
tarded Citizens and their programs. 

Metliod: Only one piece of camera-ready copy Is required to create 
the handout. You may choose to give errptoyers this ARC 
handout In conjunction with TJTC and PIC handouts when 
discussing incentives for hiring persons with disabirttles. 

Personalization: This piece can be personalized \fr i'h your organi- 
zation's address and phone number. 
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ARC 

Association for Rateded Citlsens 
National Employment & Training Program 

The Association for Retarded Cittzens' (ARC) National Employment and Training Program (NETP) 
encourages businesses to provide >3b opportui^es for people witn mental retardation. Ttie ARC assists a 
business in pointing out occupational areas Mvtiere workers with mental retardation can alleviate man- 
power sfwrt^es. In addition, the program reimburses an employer 1/2 of the entry wage for the first 
critical 160 hours of smptoyment, and 1/4 of the entry wage tor the second 160 hours of employment. 
This reimtHjrsement will be paid upon oonpletlon uf traintr^. 

In order for an individual to be eligibte for the program's services, he/she must- 

-- be memally retarded with a fuii-scale IQ of 70 or below (as measured by a standardized inte!iigence 

test), and; 
~ be at least 16 years old, and; 

be unemployed for at least seven (7) consecutive days, or oflidaity enrolled in school, or; 

- be woiWng part time but seekir^ full-time competitive employment. 

The training site at which the individual with mental retardation is placed must also meet some general 
requirements. 

- It must be thn employer's intent for the trainee to continue as a regular employee after the training 
period. However, the emptoyer always maintains the right of trainee selection and termination. 

- The emptoyer must pay the trainee no less than the cun^nt federal, state, or local (whichever Is higher) 
ntininujm wage. 

The emptoyer must hire the tr^nee for a minimum of 20 hours per week. Full-time emptoyment is 

required In some cases. Contact NETP staff designated below. 
~ The emptoyer cannot hire (or permit the the trainee to be supervised by) an immecSate family member. 

The emptoyer cannot hire a trainee for a position supported by this program if a lay-off status exists for 

the same or substantially equivalent job. 
~ The following types of businesses canrwt be reimbursed: 

a. Federal agencies 

b. Sheltered workshops or other agencies which habifltate people with mental retardation 

c. /Kny facility used for sectarian instmcKon or as a place for religious worship including religiousty 
affiOated elementary and secondary sctools 

d. Businesses which operate only in certain seasons of the year 

In onfer to participate In the ARC/Net Program, the placement person will do the following: 
~ Rnd a Job for the person with mental retardatton with an eligible emptoyer. 

- Place tne trainee on the job. 

-- Promptly romplete necessary papenirark. The en^toyer sinpiy completes the time and attendance 
record provided and sends it back to the ARC/Net program offk;e at the erxi of 320 hours of training. 



Roger W. Smith, Regional DlrectCHr 
AHOClatlon for RaUrded CltlMiia of the U.8. 
Itetioiial Emplojrment ft Traf ning Program 
6120 University Avenue, Suite 201 
BIadlson.WI 53562 
(608) 231-1468 
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Targeted Jobs Tax Credit (TJTC) Handout 
(#1 of 1) 



Um: This hando'jt is to be dupficated and given to enptoyers to 
provide general infomiation about TJTC. 

Method: Only one priece of camera-ready cor required to create 
the harxSout. You may chrose to give (^nployers this 
TJTC handout in conjunction with ARC and PIC handouts 
when discussing incentives for hiring persons with disablll* 
ties. 

Personalization: This piece can be personalized with your organi- 
zation's address and phone number. 



Targeted Jobs Tax Credit (TJTC) 



The Targeted Jobs Tax Cre^ (TJTC) is an elective federal income tax credit wtilch can be a^Jod to the 
wages that )»1vate enipioyers pay to nine target groups of employees. The tax cretSt is 40% of the first 
year's wages (up to $6,000 per en^yee or $3,000 per summer youth). This means a maximum allow- 
able crecfit of ^,400 ($1 ,200 for summer youth) per employee the first year. The crecfit applies only to 
en^yees hired in a bu^ness or trade. Maids, chauffers, and other household employees do not qualify 
for the credit, unless they spend more than half their time working in the employers trade or business. 



What are the Nine Taiget Groups? 

1 . Recipients of Federal Supplemental Security Income (SSI) cash assistance (for the aged, blind, and 
cfisabled). if the client is currently receiving assistance, the award letter from SSI must be provided. 

2. Redpiertis of state or local general assistance cash paynrents for at least 30 days. 

3. Handicaf)ped persons referred to the employer from state vocational rehabilitation (Ohio Rehabilitative 
Services Commission [RSC], which includes BVR and BSVl). or Veteran's Administration programs. 

4. Youth, 18 through 22, from economically disadvantaged famiOes (one whose total irxx>me is at or 
below the 70 percent level of the lower fiving standard published by the U.S. Dept. of Labor). 

5. Vietnam-era veterans who are economically disadvantaged (see definition in 4. above). 

6. Youth. 16 through 19. from econorrtcaNy dis^antaged famiOes (see definition in 4, above) who 
participate in a quaRfied cooperative education program and thus combine vocational education class- 
room study with a lob. 

7. Exoffenders (felonc) who are economically disadvantaged (see definition in 4, above) and hired no 
more than 5 years after release from pri»3n or date of c»nvidion, whichever is rrore recent 

8. Recipients of Aid to Families with Dependent Children (AFDC). For an employer to qualify for the 
credit, the en^yee must: (1) be eligible for AFDC on the hirir^ date and have received it for 90 days 
immecfiately prior to being hir^, or (2) have been an AFDC applicant. 

9. Economicaily cflsadvantaged (see definition in 4, abo\«) summer employees. 16 to 17 years of age. 
who work up-to-90 days between May 1 and September 15. This credt applies only to youth who have 
never been previously emptoyed by the qualifying employer. 

it is necessary for employers wishing to f»rticipate in the TJTC program to submit a written request for 
TJTC certification to an OBES office no later than the first day the employee reports to work. For more 
information concerning the Targeted Jobs Tax Credit program, please contact your nearest IRS office for 
Publication 572 or contact your nearest OBES office or phone 614-644-7206. 

TJTC crecfits may be claimed in addition to PiC and ARC/Net. However, actual tax credits reimbursement 
period may not l^egin until PIC or ARC/Net reimbursement ends. 



For more infonnation on these programs, please contact: 
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Employer PSA Handout 
(«1 of 1) 



Use: This handout is designed to be shared with the employer to 
give them ideas for promoting their company '':s committed to 
hiring persons with disabilities. 

Method: Duplicate this one-page handout and share it with enpto- 
ers. Suggest they give it to their marketing or personnel 
manager if they desire. 

Personalization: Add your organization's name and phone num- 
t^r as a contact for more infomiation. 
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Public Service Annoimcements (raAs) for Tour Use 



One technique for sharing your commitment to hirfaig persors with disabitities the public service 
announcement (PSA). A PSA can be used to inform the public of your hiring bitenttons, your support 
of organizations and persons who assist F^rsons with disabilities, or to welcome new staff manors. 
The possibimies are Hn^less. Examples which follow might be used by your company in the business 
section of your local paper, in news releases and newsletters, as welt as read by a company spokes- 
person on tete^^n and radio. 

A PSA can be used to announce new additions to your staff. This coverage neednl be restricted to 
new management staff, but can be extended to show a respectful, carii^ attitude toward ail new 
members of your staff, in those cases where the new employee is a person wtth a disability, there is 
no reason to mention the disability in such an announcement. If a person's previous acfiievements 
might, in some way. imply disability, print these achievements only with the permission of the person 
with the disability. For example: 

Acme Wickets welames John Smith to their research division. Mr. Smith, a track 
arKJ field standout for the last three Special Olympic Games, will be m>rking as a mail 
courier at Acme's rwrtheast kxatton. 

Acme Widgets, Inc., is proud to annourvx the additk>n of Jane Doe as a microfilm 
machine operator on their staff. Ms Doe, fomwrly of the Budteye Corrpany, learned 
microfilm machine operations at Central Vocational School in Greenville. 

A PSA minht diso be used to express your commitnwnt to hiring persons wHh disabilities. In such 
use. the message should reflect your company attitude, not explicit examples of "win; was hired with 
what disability." For example: 

Acme Widgets has long resf^ted the importance of new and innovative techniques 
to improve the quality of their produces. By no means a new idea, Acme also respects 
finding just the right person to do their job. With Acme, finding the right person 
includes ALL PEOPLE regardless of age, sex, race, religton, or disability. 

Acme Wtdgets was a proud sponsor of the Ohio Special Olympics again this year, 
but they certainly seemed partial to foltowing the events of one specific athelete, John 
Smith. Smith is one of Acme's own and works in their research division as a mail 
courier. Forty Acme enptoyees wore T-shirts emblazoned with John's name as they 
(Peered him to victory in his five different track and field events. 



Targeted Jobs Tax Credit (TJTC) Brochure 
(«1 Of 9) 



Use: This brodiure can be explicated and used by job development 
personnel, )ob placement perronne!. as weH as potential 
employers. Please note that there Is a separate, one-page. 
TJTC handout that surrenarizes some aspects of this bro- 
chure. 



Allethod: The completed biochure can be printed on 8 1/2* x 1 1" 
paper and stapled or on 1 1" x 17" paper and folded. As 
pieces of paper have two sides, printers always worit with 
even numbers. Nine pieces of camera-ready are require 
to make this brochure, so page 10 is a blank. 

Personalization: This piece can be personalized with your 

organization's name and address. In addition, 
there is a blank tenth page available for your use 
in providing additional Infonhation. 
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What is TJIC? 

The Targeted Jobs Tax Credit (TJTC) is an elective federal income tax credit which can be applied to the 
wages that private empto/ers pay to nine target groups of employees. The tax credit is 40% of the first 
year's wages (up to $6,000 per employee or $3,000 per summer youth). This means a maximum allow- 
able credit of $2,400 ($1 .200 for summer youth) per employee the first year. The credit applies only to 
employees hired in a business or trade. Maids, chauffers, and other household employees do not qualify 
for the credit, unless they spend more than half their time working in the employer's trade or Ixjsiness. 



What are the nine target groups? 

1. Pediments of Federal Suf^lemental Seojrity Income (SSI) cash as^^arKis (for the aged, blind, and 
(fisabled). if the cDent is currently receiving assistance, the award letter from SSI must be provided. 

2. Recipients cA state or local general assistance cash payments for at least 30 days. 

3. Handicapped persons referred to the employer from state vocational rehabilitation (Ohio Rehabilitative 
Services Commission [RSC], which includes BVR and BSVI). or Veteran's Adnninistration programs. 

4. Youth. 18 through 22. from economically disadvantaged families (one whoso total Income is at or 
below the 70 percent level of the lower li\^ng standard ixtbtished by the U.S. Dept. of Labor). 

5. Vietnam-era veterans who are economicaNy disadvantaged (see definition in 4. above). 

6. Youth. 16 through 19, from econonticaHy cfisac^/antaged fantiUes (see definition in 4, above) who 
paiticipate in a cpjaBfied cooperath^e et&ication program and thus (»mt^ne vjjational education class- 
room study with a Job. 

7. Ex-offenders (felons) who are economically cfisadvantaged (see definition in 4, at)Ove) arKi hired no 
more than 5 years after release from prison or date of conviction, whichever is more recent. 

8. Redr^ents of Aid to Families with Dependent Children (AFDC). For an employer to qualify for the 
credit, the employee must: (1) be eligible for AFDC on the hiring date and have received it for 90 days 
immediately prior to being hired, or (2) have been an AFDC applicant. 

9. Economically disadvantaged (see definition in 4. above) summer employees, 16 to 17 years of age. 
who work up-to-90 days between May 1 and Septen^r 15. This credit appOes only to youth who 
have never been previously employed by the qualifying emptoyer. 



How Is the process initiated? 

The employer must submit a written request to the local emptoyment service office for certification. This 
request must be received by the local office or postmaiked no later than the day the emptoyee reports to 
work. A written request consists of ONE of the following: (1) a note from the emptoyer which ctearty 
klentifies the employer, the employee, and the employee's start date (see sample prerequest voucher, 
page 3], OR (2) a completed TJTC voucher (form ETA8468) signed and dated by the employer [see 
sample TJTC voucher, page 8]. 
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Targeted Jobs Tax Credit (TJTC) Brochure 
(#2 of 9) 



• This is the second of nine pieces of camera-ready copy 
required to create your brochure. Complete instructions are 
found on the reverse side of camera-ready #1 . 



o 
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What are the limitations of TJTC? 

1 . The amount of an employer's deductions for wages paid is reduced by the amount of tax credit. 

2. The credit is intited to 90 percent of tax iaisilty after this iatJinty is reduced by other applicabte credits. 
Any unused portion of the credit may be carried back 3 years or fonwaRj 15 years. 

3. An en^yee must woitt for the same employer for at (east 90 days or 120 hours (1 4 days or 20 hours 
for qualified summer youth employment) for the employer to claim crecit. 

4. No ^ecfit may be claimed on rehired en^}loyees, unless he or she was certified during their previous 
employment. The credit ends the day t)efore the employee's first anniversary date, based on the 
original date of hire. 





8tep-B;f -Step Procedure 
for Obtaining TJTC for 




• *••••••■■••••■••■■••••■■«■■■■•■<■■••■■•■•■•■•■■■•■■•«■«■•■"•* 


Studento with DisabiUties 


m 



II I. Determine EligibiUty 



Q Check general regulation for TJTC. 
M Q Contact local Rehabilitation Sendees Commission (RSC/BVR/BSVI) to obtain a refencU. iii;:;!; 
iijii:': In order to be eflgible for TJTC. the student must belong to at least one specific target 

group. For students with disabilities, The Bureau of Vocational RehabiMation (BVR) 

detennines efigibilHy through a written rehabilKatk>n plan. 

•iij::: Q Chec.. emptoyei's eSgibiSty. Enptoyer must be in a profit-making tr£Kle or txjsiness to 

qualify for the cre<fit. All non-profit organizations and community employers are ex- <^ 
W eluded. 

LJ Check if the emptoyer re(»ives other federally-funded suii^il (B.g. , O JT reiiTit}ur^- 

ment) for the emptoyee during the same pertod. NOTE: Emptoyer may receive ARC/Net iiljiii: 
or PIC funds prior to claiming TJTC, but MAY NOT receh^e funds concurrently. iiiii:;: 

■ • •» 

»M* 

:i| n. Applying for TJTC 

'.'lyi 

M. n Obtain voucher (regarSng student eDglblllty) from RSC/BVR. ^ 

^ n Have employer complete Part II, Emptoyer's Declaration of the Voucher and return to 
the designated local agency (OSES) no later than the new employee's first oay of work 
(see sample on page 8). jiiiiii: 

CD Employer receives the Employer Certification from OSES. This must be retained with 

the employer's tax re<x>rds. iijijij: 

iiiji-.i Q If, for some reason, RSC/BVR eligibility is not feasible at time of hire, the vocational 
coor(£nator may elect to request student's SSI award tetter arvi present it to the tocal 
OBES office for certificatton. 
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Sample Letter to Obtain Prerequeat Voueher 



I 



1:..".^' i< " ■ V ,V.\ .^^'^^ U ' ^ ' % 

D.V.] 



I 



1234 E. Broad Street, Columbus, Ohio 40000 
April 10, 19— 

Ohio Bureau of Employment Services 
Local Office 
City, OH ZIP 



555-5555 




RE: 



TJTC Pre-recjuest 



I will be hiring John Doe to begin working for my office as an animal 
care assistant on May 1, 19 — , at a starting wage of $3.35 an hour. 
John's address is 44 E, Ridge Street, Columbus, OH 40000, and his social 
security number is 111-11-1111, 

I will schedule a certification interview with your office for some time 
next week. 

Cordially, 



Kate Smith, D.V.M. 

Federal Tax I.D. # PE 127555 X 



" The TJTC Process 



EligibiRty determinations are performed by State Employment Security Agencies (SESAs) on jobseek- 
ers who either apply directly to the SESA or are referred by an employer. If determined eligil>le. they are 
issued vouchers. For the cooperative education target group, this is done by the schools. 

Before a worker is hired, the empbyer completes a section of the wucher, signs and retums it to the 
SESA (or school). The information required on the voucher is the name and address of the firm; the 
emptoyers federal tax identification number; the emptoyee's job title, starting date, and starting wage; 
the date and the employer's signature. This nust be returned to the certifying agency no later than the 
day the emptoyee reports to work. 

The SESA sends the emptoyer a certif icatk^n form on each eligible worker. This form provides the 
emptoyer alt the evidence he/she needs to daim the tax credit. Again, schools issue certifications on 
cooperative education students. The certifications must be signed by a representative of the issuing 
agency. 

Emptoyers claim the tax credit by filing IRS Form 5884 with their federal income tax retums. The 
certification fomis thentselves are NOT filed with the retums but are retained by the emptoyers for their 
tax retards. 
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SAMPLE APPLICATION CARD 
(reduced) 



The highlighted area Is to be completed by the vocational coordinator or the Ohio 
Bureau of Employment Sen/ices (OBES) client (applicant). 



At right is an actual size replica of the appflcatlon card. 
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SAMPLE APPLICANT 
CHARACTERISTICS FORM 

TWs form will be completed by a BVR representative. The cllem must sign where In- 
dicated. 

At right Is an actual size replica of the form. 
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Targeted Jobs Tax Credit (TJTC) Brochure 
(«8of9) 



• This Is the eighth of nine pieces of camera-ready copy required 
to create your brochure. Complete instructions are found on 
the reverse ^ide of camera-ready #1 . 




SAMPLE VOUCHER 

This form must be completed by Ihe employer and the employer and the client nruist 
sign where Indicated. 

If a pre-request tetter is not sent, OBES must first complete their portion of the forni. 
Then employer completes form aiKf mails back to OBES. It must be postmarked no 
later than the employee's start date or credit wilt be forfeited. 

At rfght is an actual size lepRca of the form. 
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Targeted Jobs Tax Cred ft (TJTC) Brochure 
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• This is the ninth of nine pieces of camera-ready copy required 
to create your brochure. Conplete instructions are found on 
the reverse side of camera-ready #1 . 
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Targeting Emptoyment Logos 
(#1 ofi) 



Use: These logos may be duplicated on any materials you may 
develop to promote your programs. For example, you might 
duplicate the logo on sticky paper and use it to Mentify your 
materials or may duplicate i< on clear, sticky acetate and give 
to employers to display in their window to indicate their 
participation in your program. 

Method: Be creative. Use the Ic^os In any way you desire to 

promote your organization's role as a source of quality 
employees. 

Personalization: Use the togo on materials already personalized 
to your organization. 
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New ResouicM for Job Developers 



Job Plfteemmit AirittanM Kit (J^PAS) 
No. SN 5flA $10.00 

For uMtvs^^ind agency pemmietw^ job dev9^^ tr^^p^ 

step-tiy-^«p bt^ctons for i^ng compotwn, 9\o Job-PAK mo contains can^ra-reacfy copy for you to 
pioduoa your own broduirra. ftamiouts* and flyefs. 

The mAca\ li^onnalton hi the Jot>-PAK feah^: 



• Setting up a local marketing can^^n to attract emptoyers and increasing their 
awarer^ss of ywr organizatton or ^ncy as a resour^ for quality wor1(ers. 



• ^tow to tA^rk with your local nwOiaref^esei^atlves. 

• trimMtoing emptoyers to the idea of hiring persons wnhdis^^^ 

• Retirecting the fears* dout^. and excuses en^^ers may otter 



• ^nng ^tfom^tion atXHit the finandai incentives available m employers and 
howtoobt^them. 



Dtocovering an Untap^d Work Foree (vldeoeusette) 
No. 8N59B $25.00 

'*Dlsa)vering an Urrtapped >AAxk Fofce' is a i3-minute yi(M>cassette 
featuring empioyment ^iccess stories as shared by mftws with disMl- 
ties and their employers. Targeted to potertiat employers, this vid^cas- 
sene is a valuable tool in marKetii^ tt^ abiDties of people with iSsat^bties. 

FoRowing the i3-mlnute feaftire. two sample &Kiio*vi^a) putrtic service an- 
rxwr^ments (one aO-seconcb and or» iO-^»oofids) are included. Ufeas 
for using these video tools as a vital part of your marketing effon are ex- 
plained in theJob*PAK. 



No. 8N 59-6peciftl Pmckage Price for Both Pieees ..$30.00 

NO. SN 59A $10.00 No« SN 59B $25.00 



OROiRINO iMSTnUCTlQNS 
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C«nt*i Public attoni 


§^1 $b4 i»0M. m* tfiscoiNit U 25% 


Kenny Ro«0 




Coii*fnt>u« OH JJJiD-lOW 


InlemafiOfi^ Or4ort 


Price* lifted ar» m bH»ci «t i^e time of oaM>ca)*on 


AH orders manyamouni froff^ outv<de f^fi Untied 
Statfi «nd ttf pot»«»aidnf afo to o« Pa<d m u $ 
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This product was developed by the Center on Education and Training for Etnptoynnent (formerty the 
National Center for Research in Vocational Education) under a grant from the Ohio Developmental 
Disabilities Planning Council. 

Katherlne E. Shumate Author/Designer 

Susan K. Dzlura Conputer Graphics 

H^argo Vreeburg Izzo Project Director 
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